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3 December 1984

STAT
MEMORANDUM FOR:
Chief, Information Management Branch
Information Resources Management Division, 0IS/DA
THROUGH : DDS&T Records Management Officer %
FROM ¢ NPIC Records Management Office
1. In compliance with your request from the National Archives and Records
Service, attached is the NPIC annual Report of Records Holdings for FY-84.
2. The total volume of records on hand is 32,875.3 cu. ft. This is an
increase of 2,861.5 cu. ft. due mainly to the new addition to the building,
and the building's reorganization. If further information is needed please
STAT
call
STAT
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. / NOTE: SHOW ALL VOLUME IN CUBIC FEET USING
ANNUAL REPORT OF RECORDS HOLDINGS THE CONVERSIONS FURNISHED ON THE FRONT
; ) . AND BACK OF THiS FORM.
T0: FROM (Directorate and Office)
xx IRMD/OIS/DDA O/DDS&T 6845 HQS
LINEAR FEET CUBIC FEET
1. OFFICE FILES: Correspondence, Cases, Etc. 382 CO
2. CARD.SIZE FILES: Ind'exes, Tab (;ards, Others. :
DO NOT include microforms. 3.0
. Maps, Photographs, Charts, '
3. ODD-SIZE MATERIAL: Movie Film, Etc. \ 10.0 4
. Library books, Cotalogs,
4. REFERENCE MATERIAL: Manuals, Etc. 166.0 (
5. MAGNETIC NUMBER
RECORDS Computer Tapes // /// / 7/// /7 i/
. / / f = = /.
Audio Tapes / 1/ //// / // /;' //
[/ = 20 =,/7
//////////// N
Video Tapes / / I /7 /
ad (/) = T =y)yy 2.0
Disc Packs / // / / ’/ / "//'/ / / / / /
Y [/ =2 =7/ 2.0
Word Processing // // /7 YA //
Magnetic Tapes .o = 72 =,/ ;
Word Processing . // //////// ///
Magnetic Cards -, /‘;: / ///// // -~ 6 = \
1 e / VR —
| Magnetic Diskettes 5% " : / // // /. // ) = 5 = \ b
/
/ . . N
Magnetic Diskettes 8"’ /// / // é/// / /% “9:_(_('0___ w :
- ‘ S S S v
Paper Tapes (on reels) / // N {2/—///// :
6. MICROFORM v NUMBER (16mm) NUMBER (35mm) 16mm784 =. / /
RECORDS Reels
) // 35mm -+ 54 =
/
Aperture Cards / / ’/ / / / / - 6 =
///
Microfiche / / ‘ = 6 =
/ // // // 7 -
' g
7. TOTAL VOLUME ON HAND (1 through 6) 67420~
8. VOLUME OF RECORDS REPORTED ON HAND LAST FISCAL YEAR '
) ‘ 425.5
INCREA 5"
9. DIFFERENCE BETWEEN ITEMS 7 AND 8 ABOVE ¢ SE _I)Z }:3‘9_ JESE—
- DECREASE
10. VOLUME DESTROYED WITHIN OFFICES DURING CURRENT FISCAL YEAR i 60.0
(

STAT

FORM

OBSOLETE PREVIOQUS
12-81 3581

EDITIONS

- 14 NOV 1984

/DATE
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Federal Property Management Regulations require that each Federal agency
submit to the National Archives and Records Service a year]y summary report
of its record holdings.

INSTRUCTIONS

Certain conversion rates have been incorporated into the invéntory form
adjacent to the items for ready reference. The following are add1t1ona]
conversions needed for other items listed.

EQUALS ONE CUBIC FOOT

Letter and legal files 1 linear foot
Map Cabinet : , o 1/2 drawerv

3 x 5 Cards 10 linear feet
4 x 6 Cards - 6 linear feet
5 x 8 Cards : 4 Tinear feet

Measurement should be as simple as possible; figures rounded to the -
nearest half-foot are adequate. If you find it necessary to measure to the
nearest inch, however, submit measurements in tenths of a foot, using the
following standard

,--|||=.-| 21:.__.2 3||_4u=.3 5u_.4 ' 6"‘=.5
7"=.6» ,8"='7 9"-10=.8 11"=.9 ' 12"-1.0
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CIA-RDP10T01930R0001001 00007-%)}b

ANNUAL REPORT OF RECORDS HOLDINGS

NOTE: SHOW ALL VOLUME IN CUBIC FEET US{NG
THE CONVERSIONS FURNISHED ON THE FRONT

AND BACK OF THIS FORM.

: FROM: (Directorate and Office)
OIS /IRMD/IMB 3
1236 Ames Bldg. DDS&T/0S0
1. OFFICE FILES: Correspondence, Cases, Etc. L'NEA§8F6EOET CUB;C86FSET
2. CARD-SIZE FILES: Indexes, Tab Cards, Others.
DO NOT include microforms. 152 15.2
Maps, Phot hs, Chorts,
3. ODD-SIZE MATERIAL: L oP% F";:’%';’: 8, “horts, 93 93
. Library books, Catalogs,
4. REFERENCE MATERIAL: Monuals, Ete. » 955 955
5. MAGNETIC ) "NUMBER
RECORDS Computer Tapes 3120 ///// /7///// é/ 445.7
: VAV = // :
Audio Tapes / i /// /7 // // //
- m——_— [[/7F 20 =,/  TTT=
. K 7 7
Video Tapes | // / //;/!/////// ______
Disc Pocks //////////////
. 72 JlL =2 =7///) 36
xordProc;_ssing // /// //// ////
agnetic fToapes. | @ seee———e—— . %Y =, ., A ee———
: (L1572 =/ [y /)]
Word Processing // //////// ///
Magnetic Cards v/ /// / // —— 6 = |
. : L/ 7777
Magnetic Diskettes 5%"" / // /;// // /% é} = 18- I
' VA
/
Maognetic Diskettes 8’ /// ’s ////////7//; ——— 2 = em—
. s
Paper Tapes (onreels) | = o /7 // N {2/_///// ______
6. MICROFORM NUMBER (16mm) NUMBER (35mm) 16mm-—=—84 = / / 10.7
RECORDS Reels 895 ) Ssome st = )
/
Aperture Cards / / s / / // = 6 =
/ ///// Z YA,
icrofi # / / 7 4
Microfiche 210 Y 2&?‘6{—? 6 - 35 7
7. TOTAL VOLUME ON HAND (1 through 6) SYR0O
5568+6—
8. VOLUME OF RECORDS REPORTED ON HAND LAST FISCAL YEAR 4712. 4
Y
9. DIFFERENCE BETWEEN ITEMS 7 AND 8 ABOVE D”:CREASE —— — —g - ]
CREASE

10. VOLUME DESTROYED WITHIN OFFICES DURING CURRENT FISCAL YEAR

FORM OBSOLETE PREVI
12-81 3981 evivions

ous

DATE
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Federal Property Management Regulations require that each Federal agency
submit to the National Archives and Records Service a yearly summary report
of its record holdings.

INSTRUCTIONS

Certain conversion rates have been incorporated into the inventory form
adjacent to the items for ready reference. Thé following are additional
conversions needed for other items listed.

EQUALS ONE CUBIC FOOT :

Letter and legal files 1 linear foot

Map Cabinet , 1/2 drawer

3 x 5 Cards | 10 1inear feet
4 x 6 Cards o 6 linear feet

5 x 8 Cards 4 linear feét

Measurement should be as simple as possible; figures rounded to the
nearest half-foot are adequate. If you find it necessary to measure to the
“nearest inch, however, submit measurements in tenths of a foot, using the
following standard

"= 2= 3"-4"=.3 5"-.4 6"=.5
=6 . 87 9"-10=.8 11"=.9 12"-1.0
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NOTE: SHOW ALL VOLUME IN CUBIC FEET USI;IG
ANNUAL REPORT OF RECORDS HOLDINGS THE CONVERSIONS FURNISHED ON THE FRONT
AND BACK OF THIS FORM.
TO: _ FROM: (Directorate and Office)
C/IRMD/QIS/DDA
STAT Attn: DDSGT/ORD
1. OFFICE FILES: Correspondence, Cases, Etc. LINEAR FEET CUS’ZCZEST
2. CARD-SIZE FILES: Indexes, Tab Cards, Others.
DO NOT include microforms. 9.2
Maps, Ph hs, Charts,
3. ODD-SIZE MATERIAL: Mops, F”‘:"‘%';’: s, Charts 59,7
. Library books, Catalogs,
4. REFERENCE MATERIAL: Munua’{s' Ere. 9 1,423.0
5. MAGNETIC
RECORDS Computer Tapes NUMBER // /// / /// Y4 / 132.6
¢z (10 7 =////// 32.
Audio Tapes /////////// /
P ﬂ‘/é //;/—:‘2/0;///// 12.3
. 7/ /////////
Video Tapes :
. 1rryplrry
isc Pocks / /
Dise Pock 32 (1] + 2 =77/ 16.1
Word Processing / / / //// / //
Mognetic Tapes //// - 72 =,/ // 0
Word Processing // ////// // /// .
Magnetic Cards / /// /// / // / L -~ 6 = 2.0
" / / / // /
Magnetic D[:ke"es 5% /;/ /{////// l/; ;FS—— 5 = I a0
. . Ly (e cxa S. 7=
Magnetic Diskettes 8 e Qu -
g i // // // s/ 1 ,/7 89 / ‘ 2 —8%5’
i /4
Paper Tapes (on reels) // // + 72 =///5//
6. /':IEC;:%ORFI'JOSRM Reels NUMBER (16mm) NUMBER (35mm) V 16mm--84 = / /)
//35mm-:—54 = / / //
Aperture Cards / / ’/ / / / / - 6 =
/ // // //// i // //
Microfiche R . s
/77 S S5E-+ 6 = 8.6
7. TOTAL VOLUME ON HAND (1 vﬁrough é) RSYO0. .
T 8. VOLUME OF RECORDS REPORTED ON HAND LAST FISCAL YEAR
| /23773 2,340.0
00
9. DIFFERENCE BETWEEN ITEMS 7 AND 8 ABOVE INCREASE —_ ;%ME— - —
DECREASE
10. VOLUME DESTROYED WITHIN OFFICES DURING CURRENT FISCAL YEAR
NOTE: FYI, also have 20 Video Disks # 26 = .8 - not included in total.
STAT-c DDS&T/RMO
(aay 3581 gosorere rrevious 7 L 01‘\17584
s /4
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NOTE: SHOW ALL VOLUME iN CUBIC FEET USING
ANNUAL REPORT OF RECORDS HOLDINGS THE CONVERSIONS FURNISHED ON THE FRONT
: AND BACK OF THIS FORM.
J170:Chief, Information Management Brancl FROM: (Directorate and Office)
Information_Resources Management RMO/OD&E
Division, 0IS/DA
1. OFFICE FILES: Correspondence, Coses, Etc. LINEAR FEET C}iBgICZSEET
2. CARD.SIZE FILES: Indexes, Tab Cards, Others. 9
DO NOT include microforms. )
3. ODD-SIZE MATERIAL: Mops, ,‘::,';n':’fgf_”" Charts, 101
Library books, Cotalogs,
1 4. REFERENCE MATERIAL: Mcnuo"ys' "&?': Hfafog v 1288
5. MAGNETIC NUMBER / '
RECORDS Computer Tapes 7 /f//// /{////é; 1
. /[ * =1/
. ' /1 1:77/7077 777
Avudio To,
° e 100 //;/+ 2/0 ;///// 5
ryTITTTT77777
Video Topes
i 100 /L] = 7]=/J//// 14
Disc Packs 418 ///////’//// / 24
/1] = 2 =7/7//4
xovdeoc;ssing // ///,//// ////
I NIV,
Word Pr.ocesslng // //////// /// = 6 =
Magnetic Cards J/// //// /7y ///
" Vet .
Mognetic Diskettes 5% /’/ "/ // // /7/7 ; = 5 =
" Sy ,
Magnetic Diskettes 8 ’ 7 1__‘_ = 2 = zg
[/ /77777 'ﬁ
Paper T ! /7//////// //
aper Topes (on reels) ///; 72=j///
6. MICROFORM NUMBER (16mm) NUMBER (35mm) / mm 84 =
RECORDS Reels ' // Lmmt 84, L L Z
181 //35mm—:‘54 = ////
/
Aperture Cards s /7 / / // =~ 6 =
//// //////// ]//,
Microfiche . - 6
2000 (174 201/ (7 6 =] T aae
7
7. TOTAL VOLUME ON HAND (1 through 6) gﬁ%
8. VOLUME OF RECORDS REPORTED ON HAND LAST FISCAL YEAR @330.
: —5537
, 349
) 5. DIFFERENCE BETWEEN ITEMS 7 AND 8 ABOVE INCREASE - i_:‘%?g::" o -
DECREASE
10. VOLUME DESTROYED WITHIN OFFICES DURING CURRENT FISCAL YEAR
STAT
FORM OBSOLETE PRS‘VIOUS /b;/// /F/
pafE

E 12.81 398l coivions
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) . ) NOTE: SHOW ALL VOLUME IN CUBIC FEET USI;IG
ANNUAL REPORT OF RECORDS HOLDINGS THE CONVERSIONS FURNISHED ON THE FRONT
' : . AND BACK OF THIS FORM.
T0: . , \ FROM: (Directorate and Office)-
o/s/zﬂmﬂ/sz OD§E/FO
1. OFFICE FILES: Correspondence, Cases, Etc. 1 é_g‘lgARSFEET 1 C3U§16C FSEET
s .
. . Indexes, Tab Cards, Others. 97?'0 M 0 .
2. CARD-SIZE FILES: DO NOT include microforms. - . (9‘”%6_—9” ’ wL L/glgﬂ::gm
, Ph hs, Charts, N .
3. ODD-SIZE MATERIAL: mefe Fll"ﬂ:”g‘": s, Lhorts 1051 1051
Librory books, Catalogs,
4. REFERENCE MATERIAL; i0rery beoks, Catalogs, | 9325.5 9325.5
5. MAGNETIC NUMBER NS
RECORDS Computer Tapes
14,223 YR Yy 2032
Audio Ta /// /////// /
pes 438 ey 22
/ / .
Video Tapes 2767 ///////// ////// 395
7
Disc Packs 29 ///////i///// 14.5
[/ ; + 2 =////] -
Word Processin / / / / /
Mggiepng T;pesg // / = 72 /-/ / ////
Word Proczssilng // //////// /// 6
Magnetic Cards - =
IS IINNINY
: i
Magnetic Diskettes 5%’ ////;;//// /;f 3.6 - 5 T 4’ .72
o . LSy
Magnetic Diskettes 8 K vy /w 8/2 - »33’ 41
7/ /J/ / /. "
Paper Tapes (on reels) 65 4 // - 72/._/{ /// J .9
6. MICROFORM NUMBER (16mm) NUMBER (35mm) ’ mm--84 =. ‘ 40
RECORDS Reels . ﬁ Hoom - 84 i ’Mt' —
33770 35mm 54 = :
sl S S .
Aperture Cards / - =
WYY 334.5 « ¢ = WA 56
Microfiche / ) 4 . .
/// / /r / / 2‘17 - 6 = /%2; 41
7. TOTAL VOLUME ON HAND (1 through 6) Jlf/
14456.84
8. VOLUME OF RECORDS REPORTED ON HAND LAST.FISCAL YEAR v 7
: ! 13965.71
9. DIFFERENCE BETWEEN ITEMS 7 AND 8 ABOVE [NCREASE e@/— —4—9—1—-. ]';3 s i
DR Co. ' ’ ’ . ’ DECREASE ’
10. VOLUME DESTROYED WITHIN OFFICES DURING CURRENT FISCAL YEAR

25X1
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Federal Property Management Regu]at1ons require that each Federal agency
: . submit to the National Archives and Records Service a yearly summary report
ILLEGIB of its record holdings.

INSTRUCTIONS

Certain conversion rates have been incorporated into the inventory form
adjacent to the items for ready reference. The following are additional
conversions needed for other items listed.

- EQUALS ONE CUBIC FOOT

Letter and legal files 1 1inéar foot

‘Map Cabinet ’ 1/2 drawer

3 x 5 Cards ' 10 Tinear feet

4 x 6 Cards A 6 linear feet
-5 x 8 Cards . ' ' 4 Tinear feet

Measurement should be as simple as possible; figures rounded to the
nearest half-foot are adequate. If you find it necessary to measure to the
nearest inch, however, submit measurements in tenths of a foot, us1ng the
following standard

1"=.1 2"=.2 3"-4"=.3 5"-.4 6"=.5
7"=.6 8"=.7 9"-10=.8 . 11"=.9 12"-1.0

ILLEGIB
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, ' NOTE: SHOW ALL VOLUME IN CUBIC FEET USING ’
ANNUAL REPORT OF RECORDS HOLDINGS THE CONVERSIONS FURNISHED ON THE FRONT

AND BACK OF THIS FORM.
T0: ) FROM: (Directorate and Office)
_DDS&T/RMO ' : NPTC/RMO
LINEAR FEET . CUBIC FEET
1. OFFICE FILES: Correspondence, Cases, Etc. 5
. 19 182
2. CARD-SIZE FILES: Indexes, Tab Cards, Others.
) DO NOT include microforms. 3 981 5
. Maps, Phot hs, Charts, ' '
3. ODD-SIZE MATERIAL: LoP% Fi;;:%""s s s 2 g7 <
4. REFERENCE MATERIAL: Library books, Catalogs,
‘ Manuals, Etc. 4186
5. MAGNETIC . NUMBER / T
RECORDS Computer Tapes // ’/ /////// o
. 12,461 / /) 7/ =////4 1,780.1
Audio Tapes / S //// /'// // //
24 [/ * 20 =, [/// 1.2
e Torer ITITITITTITT
? 491 ([ = 1 =7/ 70.14
Disc Packs / // / / / /'/ / / / ! /
235 [/ + 2 =//// 117.5
Word Pfocessing // /// ,/ /77 //// . ]
Magnetic Ta.pes /// ~ 12 =,/ 7/ .38
Word Processing // /7 ///// // ’ .
. / - 6 =
Magnetic Cards . ; // // , / £33 5 ekegiey
YA
Magnetic Diskettes 5%"" / /;5/// , // a1 =~ 5 = : 6.7
Syt LS A2 /zj%
Magnetic Diskettes 8°' , . _ v o
’ ° NIV - -2 =2
SIS S S
Paper Tapes (on reel;) / // + 722 =7, / ‘
6. /}:IECROOF(;RM Rect ' NUMBER (16mm) NUMBER (35mm) lomm84 =/ / 16
CORD eels
1,328 ] 2./091 [y 35mm+54 = [ [ [/ 38.7
S / / /S 7/
Aperture Cards , / = 6 =
i 11 LS . 174.75 29,1
' Microfiche // 7/ 77 .
/1L LS 394,50 F ¢ = 65.8

7. TOTAL VOLUME ON HAND (1 through 6) -
32,875.3

8. VOLUME OF RECORDS REPORTED ON HAND LAST FISCAL YEAR
?ﬂ’ﬂ]'l 8

INCREASE _2..,8.6] 5
DECREASE

9. DIFFERENCE BETWEEN ITEMS 7 AND 8 ABOVE

10. VOLUME DESTROYED WITHIN OFFICES DURING CURRENT FISCAL YEAR

STAT

e\
o

oy

FORM OBSOLETE PREVIOUS DATE

12-81 3581 EDITIONS
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Federal Property Management Regulations require that each Federal agency
submit to the National Archives and Records Service a yearly -summary report
of its record holdings. ;

i

INSTRUCTIONS | |

Certain conversion rates have been incorporated into the inventory form
adjacent to the items for ready reference. The following are additional
conversions needed for other items listed.

EQUALS ONE CUBIC FOOT

Letter and legal files -  ' 1 Tinear foot
Map Cabinet 1/2 drawer (
3 x 5 Cards ° . 10 linear feet |
4 x 6 Cards 6 linear feet
5 x 8 Cards 4 Tinear feet

Measurement should be as simple as possible; figures rounded to the
nearest half-foot are adequate. If you find it necessary to measure to the
nearest inch, however, submit measurements in tenths of a foot, using the
following standard:

1"=.1 2"=.2 3"-4"=.3 5"-.4 6"=.5

7"=.6 8"=.7 9"-10=.8 11"=.9 12"-1.0
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/

NOTE: SHOW ALL VOLUME IN CUBIC FEET USINGiu
ANNUAL REPORT OF RECORDS HOLDINGS THE CONVERSIONS FURNISHED ON THE FRONT
- " AND BACK OF THIS FORM.
TO: . ' . FROM: (Dirécforqfe and Office)
IRMD/IMB/OIS 1236 Ames Blg. DDSGT/OTS 212 South Bldg
1. OFFICE FILES: Correspondence, Cases, Etc. LINEAR FEET CUBIC FEET
3692
2. CARD.SIZE FILES:' Indexes, Tab Cards, Others.
- DO NOT include microforms. 50
M , Phot hs, Charts,
3. ODD-SIZE MATERIAL: Mgclse F’I"’n:’%’;’f s, &ha 5573
. Library books, Catalogs,
4. REFERENCE MATERIAL: Manvals, Etc. 1923
5. MAGNETIC NUMBER
RECORDS Computer Tapes 472 ///// /////// 67
/L= T =)
Audio Tapes 51 /// /// /.//2€/// ;/// 3
VARG =/ Vi
/ 7St
Video Tapes 64 //////////////§ 9
Disc Packs //////////////
12 [/ =2 =7/ ][/ 6
Word Processing // // / / // / / ///
Magnetic Tapes . // = 52 = N/A
Word Processing V220
o ez sy BT B )
oV vy .
B ' ;A?agnefic Diskettes 5% "’ / //{;/// , // = 5 = NZA’i
/// Yayavd /|
Magnetic Diskettes 8"’ g i Y - =
gner! erfes / / // / / 30/ < 2 l 5
: 77777 :
Paper Tapes (on reels) / // - {2/://///§ N/A
6. MICROFORM NUMBER (16mm) NUMBER (35mm) 16mm=84 =/ / - 19
RECORDS Reels 1613 40 ) T
[/ 3Emm+54 =/ /
* /
Aperture Cards // s / / / - 6 =
/ /
Microfich .
icrotiche / / 38 9 . . 6 = 65
7. TOTAL VOLUME ON HAND (1 through 6)
: ' 6405
8. VOLUME OF RECORDS REPORTED ON HAND LAST FISCAL YEAR
6296
’ INCREASE 109
9. DIFFERENCE BETWEEN ITEMS 7 AND 8 ABOVE ——— — e -]
DECREASE
10. VOLUME DESTROYED WITHIN OFFICES DURING CURREN';' FISCAL YEAR N/A

STAT

FORM 0BSOLETE PREVIOUS
12.81 3981 eoirrons

"SIGNATURE OF RECORDS OFFICER

/Z//5/8 Y
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' ' Federal Property Management Regulations require that each Federal agency
submit to the National Archives and Records Serv1ce a yearly summary report
of its record holdings.

INSTRUCTIONS

| Certain conversion rates have been incorporated into the inventory form
. adjacent to the items for ready reference. The following are additional
conversions needed for other items listed.

EQUALS ONE CUBIC FOOT-

Letter and legal fi]esv 1 linear foot
Map Cabinet . 1/2 drawer

3 x 5 Cards . ' 10 linear feet
4 x 6 Cards | v 6 lTinear feet
5 x 8 Cards 4 linear feet

Measurement should be as simple as possible; figures rounded to the
nearest half-foot are adequate. If you find it necessary to meaSure to the
nearest inch, however, submit measurements in tenths of a foot us1ng the
following standard:

"= 2t=2 3"-4"=.3 51-.4 6"=.5

—

7"=.6 8"=.7 ' 9"-10=.8 1'=.9 . 12"-1.0
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NOTE: SHOW ALL VOLUME IN CUBIC FEET USING
ANNUAL REPORT OF RECORDS HOLDINGS | THE CONVERSIONS FURNISHED ON THE FRONT
AND BACK OF THIS FORM.
T0: FROM: (Directorate and Office)
OIS/IRMD DDS&T/FBIS
1. OFFICE FILES: Correspondence, Cases, Etc. LINEAR FEET 1C3U;,6C FEET
2. CARD-SIZE FILES: lr"ldexes, Tab Cards, Others.
DO NOT include microforms. 67
3. ODD-SIZE MATERIAL: Moaps, Photographs, Charts,
Movie Film, Etc. 184
4. REFERENCE MATERIAL; Librory books, Catalogs,
Manuals, Etc. 10713
5. MAGNETIC NUMBER
RECORDS Computer Tapes ' // /// / /// /Y /
VA R e A
Audio Tapes ///////////////
[/ /7 Fa20 =y /
/. s/
Video Tapes 245 ////////// /// 35
/ /
Disc Packs /////// /I// / ’
4 [/ [ + 2 =//]// 2
xordProc_le_ssmg // /// / /7Y ////
agnetic Tapes .
W Lr s 2 =gy
Word Processing // //////// /// p :
Magnetic Cards / - .=
1L /
- - / yys
Magnetic Diskettes 5% "’ /’/ﬁ/;/// , // = .5 =
Magnetic Diskettes 8"’ /,// 7/ / /
I v
v /77
Paper Tapes (on reels) / // - 72/_/////
6. MICROFORM NUMBER (16 NUMBER (35 - =.
RECORDS Reels (16mm) (85mm) 1omm+84 =/ /) 19.6
1650 1165 35mm+54 =/ / 21.5
/
Aperture Cards v ’/ /7 // =~ 6 =
> //// LA
Microfiche . . —
45 /7 7/ 7 + 6 = 7.5
7. TOTAL VOLUME ON HAND (1 through 6) “
‘ 12375.6
8. VOLUME OF RECORDS REPORTED ON HAND LAST FISCAL YEAR
12196
: INCREASE .
9. DIFFERENCE BETWEEN ITEMS 7 AND 8 ABOVE £ _ _]“ 2_9. ...6. — — ]
DECREASE
10. VOLUME DESTROYED WITHIN OFFICES DURING CURRENT FISCAL YEAR
STAT
[ ez €
Taar 3581 2577rems TREVIOVS OATE

14 STGNA TURE U REUCOU DS Ur ricorT
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Federal Property Management Regulations requ1re that each Federa] agency
submit to the National Archives and Records Service a yearly summary report
of its record holdings.

INSTRUCTIONS

rd

Certain conversion rates have been incorporated into the 1nventory form
adJacent to the items for ready reference. The following are additional
conversions needed for other items listed.

EQUALS ONE CUBIC FOOT

Letter and legal files ’ 1 linear foot
Map Cabinet | | . ‘ ) 1/2 drawer
3 x 5 Cards | . ‘ ' 10 linear feet
4 x 6 Cards | : 6 linear feet

5 x 8 Cards - 4 Tlinear feet

Measurement should be as simple as possible; figures rounded to the
. nearest half-foot are adequate. If you find it necessary to measure to the
nearest -inch, however, submit measurements in tenths of a foot, using the
folTowing standard:

1= - o2v=.2 3"-4"=.3 5"-.4 . 6"=.5

J7"=6 0 8'=7 9"-10=.8 11"=.9 12"-1.0
\
/
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